| PM — 10-04

Personnel
Manual

Section 10-00

INDEXES AND INTRODUCTION

Subject
NUMERIC INDEX

FOREWORD

10-00  -INDEXES AND INTRODUCTION

10-01 - Personnel Manual Program
10-02 — Using the Manual

10-03 — General Index

10-04 — Numeric Index

14-00 -EMPLOYMENT

14-01 — Employment Policy & Procedures
14-02 — Residency Requirements
14-03 - Personnel Requisitions
14-04 — Certifications of Eligible
14-05 — Employment Registers
14-06 — Duration of Registers
14-07 — Removal from Registers
14-08 — Employee Definitions
14-09 — Employment of Relatives
14-10 — Age Requirements
14-11-

14-12 -

14-13 -

14-14 -

14-15 — Medical Examinations
14-16 -

14-17 -

14-18 -

14-19 -

14-20 — Preparation & Administration of Tests

14-21 — Rating of Examination and/or Test
14-22 — Probationary Test Period

14-23 — Separation from Payroll

14-24 - Exit Interview

18-00 -COMPENSATION

18-01 — Compensation Policy & Procedures

18-02 -

18-03 -

18-04 -

18-05 — Overtime Pay/FLSA

18-06 — Longevity Pay

18-07 — Education Incentive/Fire
18-08 — Education Incentive/Police

Date Revised 01/31/12 |

10/07/09
09/22/10
01/31/12
01/31/12

10/07/09
04/28/11
10/18/11
10/08/09
12/15/11
12/15/11
10/18/11
12/19/11
10/18/11
10/18/11

10/18/11

04/01/91
10/08/09
12/01/11
10/08/09
10/08/09

08/04/10

12/14/10
11/19/09
04/14/09
10/09/09

22-00 -PERSONNEL COMPLEMENT CONTROL

22-01 — Complement Control Policy & Procedures 1/01/90
22-02 -
22-03 -

26-00 -EMPLOYEE PERFORMANCE REVIEW PROGRAM

26-01 — Employee Performance Review Program 6/15/11
Policy & Procedures

26-02 — Employee Review During Probation and 12/1/11
Probationary Certification

26-03 -

26-04 —

30-00 -EQUAL EMPLOYMENT COMPLIANCE

30-01 — Respectful Workplace 01/31/12
30-04 -
30-05 -

34-00 -PAYROLL AND RECORDS

34-01 — Payroll Policy & Procedures 10/09/09

34-02 — Pay Schedules 11/19/10

34-03 — Paycheck — Statement of Earnings 08/01/88
and Deductions

34-04 — Garnishments 10/09/09

34-05 -

34-06 -

38-00 -DISCIPLINE AND APPEALS

38-01 — Discipline Policy & Procedures 10/30/96
38-02 — Grounds for Disciplinary Action 12/01/92
38-03 — Employee Complaints/Informal Appeals 04/01/93
38-04 — Appeals to Civil Service 01/01/88
38-05 -
38-06 —
38-07 -
38-08 —

42-00 -HEALTH BENEFITS

42-01 — Health Care Plan 10/01/09
42-02 — Life Insurance 10/18/11
42-03 — Medical Coverage 10/01/90
42-04 — Death of an Active Employee 12/30/11
42-05 — Long Term Disability Income Plan 01/31/91
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42-06 — Short Term Disability Income Plan 10/14/09 62-01 — Conflict of Interest/Employee 05/01/89
42-07 — Employment Assistance Program 10/05/09 in Second Job
42-08 - 62-02 — Shift Preferences 01/26/11
46:00  -LEAVE WITH PAY 62-03 — Rest Periods 12/19/11
E 62-04 — Political Activity 12/19/11

46-01 — Holidays 10/18/11 62-05 — Travel for City Business 04/01/93
46-02 — Vacation Leave 10/18/11 62-06 — Membership and Licenses 01/01/83
46-03 — Sick Leave/Bonus Days 10/18/11 62-07 — Employees Bonded 04/01/93
46-05 — Jury/Witness Duty 01/01/09 62-08 — Use of City Property 06/01/92
46-06 — Death in Family Leave 04/09/09 62-09 — Bulletin Boards 09/01/84
46-07 - Voting 12/19/11 62-10 — Inclement Weather 12/01/92
46-08 —On th? Job Injury/Accrued Leave 07/20/95 62-11 — Injuries/Voluntary Activities 10/01/90
46.00 - Benefits 62-13 — Smoking Policy 01/26/11
46-10— 62-14 — Lost/Abandoned Items 02/01/89

62-17 — Communicable Diseases 10/30/96
50-00 -LEAVE WITHOUT PAY 62-18 — Parklng/Clty Hall Ga rage 06/01/92

62-19 — Whistleblower Protection 07/01/92
50-01 — Educational Leave 12/19/11 62-20 — Solicitations 06/16/11
50-02 — Personal Leave 12/12/11 62-21 — Electronic Communication Policy 01/26/11
50-03 — Extended Iliness Leave 12/12/11 62-22 —
50-04 — Union Business Leave 01/13/11 62-24 — Relocation Expense 01/26/11
gggz: Reimbursement

62-25 — Reporting of Arrest/Convictions 12/01/11
54-00 -RETIREMENT 62-26 — Intellectual Property 04/13/11

62-27 —
54-01 — Retirement System Policy & 10/05/09 62-28 —

Procedures 62-29 —

54-02 — Ordinary and Line of Duty Disability 10/05/09 62-30-
54-03 — Involuntary Retirement 02/01/11
54-04 — Service Allowance Retirement 01/01/90 66-00 -EMPLOYEE STATUS
54-05 — Social Security Retirement 12/13/11
>4-06 - 66-01 — Seniority Rights/Adjusted Date  02/14/11
58-00 -SERVICE AND AWARDS of Employment

66-02 — Maternity Leave 05/17/06
58-01 — Employee Suggestions 01/19/11 66-03 — Military Leave 12/19/11
58-02 — Service Pins 10/14/09 66-04 — Veterans Reinstatement 01/01/90
58-03 — Tuition Reimbursement 03/22/11 66-05 — Community Release Programs  12/19/11
58-04 — Perfect Attendance Award 05/01/89 66-06 — Employees Status-Family and 08/04/10

58-05 —
58-06 —

62-00

-MISCELLANEOUS PERSONNEL POLICIES

Date Revised 01/31/12 |

Medical Leave Act Policy

70-00

-PERSONNEL RECORDS MANAGEMENT

70-01 — Personnel Records

12/19/11

Management Policy & Procedures
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70-02 — Personnel Records Information

70-03 — Personnel Records/Destruction

70-04 — Personal Status Change

70-05 - Confidentiality of Medical
Records

70-06

70-07

70-08

74-00 -SAFETY/ON-THE-JOB INJURY

74-01 — Safety Policy and Procedures

74-02 — Safety-On-The-Job Injury
Policy & Procedures

74-03 — Drug-Alcohol Testing Policy
& Procedures

74-04 — Safe Driving Standards Policy

78-00 -EMPLOYEE CONDUCT

78-01 —

78-02 — Dress Code

78-03 — Substance Abuse Policy
78-04 — Use of the Internet, Internal

& External Electronic Mail & General Use of

Personal Computers
78-05 — Fraud Policy

Date Revised 01/31/12 |

10/15/09
10/15/09
10/15/09
02/22/11

03/01/91
09/09/08

09/01/98

09/01/00

02/16/11
09/01/98
02/16/11

12/19/11
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